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		Welcome!

Welcome to Kids Foundation Academy Childcare Center. We are excited to have your child be a part of our schools and look forward to getting to know your family while we help your child grow and develop. This handbook is to provide some information for the parents.  Our staff values direct and personal contact with parents, so please feel free to share concerns and to make suggestions. Together we can work on creating a nurturing environment for your child(ren). 

Mission Statement
Our mission is to create a learning environment that is fun, safe, and nurturing for all children. A place where children look forward to coming each day and parents feel a sense of comfort, community and trust knowing their children are receiving the best care possible while learning skills to build their future. We value learning through experiences and letting the children explore the world around them via groups and individual activities.   

Non-Discrimination Policy
Kids Foundation Academy does not discriminate on the basis of race, sex, religion, belief, color, national origin, or family structure. All children are welcome here. 

Philosophy 
At Kids Foundation Academy, we focus on the needs of every child. Research proves that the years between birth-six are extremely important to the overall development and healthy growth of a child. We work to ensure that our curriculum help to prepare your child academically, socially, and emotionally for the next step in his/her educational journey. We develop a curriculum that is age appropriate and implements early literacy, mathematics, science, social studies and art in all classrooms. 

Operating Hours and Days
The school is open between the hours of 7:00am – 6:00pm, Monday through Friday
We are closed the following days:
Fees are not reduced during months/weeks that have holidays.
· Labor Day
· Veterans Day
· Thanksgiving Day
· The day after Thanksgiving
· Christmas Eve
· Christmas Day
· New Years Eve 
· New Years Day
· Martin Luther King Jr. Day
· President’s Day
· Memorial Day
· Independence Day
*If the holiday falls on a Saturday, there will be no care on the prior Friday. If the holiday falls on a Sunday, there will be no care the following Monday. 

Tuition 
Tuition is paid monthly and on the first of each month or prior to enrollment. Payment is accepted via ACH or credit card. If using a credit card, there will be an additional 3% charge. There is no reduction in tuition for vacation, illness, legal or scheduled holidays. 

If you prefer to make payments by check (payable to Kids Foundation Academy), arrangements can be made in advance with the director and payments are due monthly as well. Payments received after the first of the month will result in a $50.00 late fee per day for each payment. Returned/NSF checks will result in a $35.00 charge. 

If fees are not paid in a timely fashion, it may result in your child’s exclusion from Kids Foundation Academy until full payment has been made. Refunds or credits will not be given for illnesses, snow or natural disaster days and those days cannot be made up. 

Unreported absences longer than 10 days may be subject to a re-enrollment fee of $100.00 and limited to space available. Please notify the director of any vacation plans or illness. 


Young Toddlers (12 month – 36 month)
Full Time:
(5 days/week): $404	 (monthly tuition $1616)
(4 days/week): $367	 (monthly tuition $1468)
(3 days/week): $313    (monthly tuition $1252)

Preschoolers (3 years old – 5 year old)
Full Time:
(5 days/week): $375	(monthly tuition $1500)
(4 days/week): $332	(monthly tuition $1328)
(3 days/week): $299   (monthly tuition $1196)

Full time care is when the child is in our care for 5 – 10 hours a day.
**Please note that tuition increase based on cost of living annually (effective September 1st 2021)** 
***We offer a 10% discount to Military families as well as to two or more siblings enrolled from the same family. We also offer a 5% discounts with a proof of employment for employees working at Swedish Hospital*** 

Late Pickup Fee
Parents that are picking up children after 6:00pm are considered late. Late fees are $11 per minute according to our clock. If you are more than an hour late and we can't reach your emergency contact, the director will call Child Protective Services. If you know you are running a little late please call us. Your child knows when it’s getting late and will worry if you’re not there. 

If a child is picked up after closing 3 or more times, you may be subject to discontinue enrollment. 
**Please have a back-up plan for days you are running behind or stuck in traffic. **

Wait List
To reserve a space on the waitlist, an application, along with a non-refundable $100 fee must be submitted to the center. Space will not be reserved on the wait list unless a parent/guardian is pregnant or has initiated adoption procedures. The applicant must be the parent/guardian of the child. If a family does not accept an opening when is available the space is offered to the next child in line. The child’s name shall be either removed or moved to the bottom of the list. 

Priority registration is given to siblings of current students and current part-time students who wish to become full-time. All other students will be enrolled on a first come, first served basis. 

Age Groups
The school is divided into 3 classrooms: ages 12-24 month, 2-3 years old and 3-5 years olds.  Roots classroom is children ages 1-2 years old and there will be 14 children in the class with two teachers. Branches classroom is children ages 2-3 years old and there will be 14 children in the classroom with two teachers. Leaves classroom is children ages 3-5 years old and there will be 20 children with two teachers. 

Enrollment
Kids Foundation Academy enrolls children between ages one and five years of age. Parents have the option of enrolling their children full time or part time. Scheduling details are discussed at the beginning of enrollment. We admit all children regardless of race, color, religion, or national origin. 

Before a child is enrolled, we ask that all families schedule an onsite visit with the director. Once a childcare space has been identified, families must submit the following paperwork for each child:
1. Complete registration form 
2. Pay the Registration fees through Brightwheel
3. First Month’s tuition paid through Brighwheel
4. Certificate of immunization status
5. Medication Authorization 
6. Childcare Agreement
7. Consent to medical care
8. Individual Care Plan and Allergies (if applicable)
9. Getting to know your child
10. Get familiar with the Disaster Plan 
11. Permission Form for the use of photographs 
12. Parent policies received form
13. Emergency kit (if applicable)

Registration 
Each new student must have a completed registration packet including emergency contact information and immunization form as well as a paid registration fee and monthly tuition prior to the child’s first day of attendance at Kids Foundation Academy. Registration fee is $100 for one child or $150 for siblings. Registration fee goes down to $50 per child every September there after. Registration fees are used for updating the book, re prints and ink.

Withdrawal policy
To withdraw your child from the school, we require a 30-day advance written notice delivered on site to the director. This allows us the opportunity to offer the space to another family on the wait list and gives your child adequate transition time.

Sign in/out
We use the BrightWheel application for tracking daily attendance. Upon enrollment, parents will be provided a login to the application, which will allow you to create a personal identification pin*. If you intend to have your child go home with someone other than you, this must be communicated to the director or teacher. In the case of last minute changes, a phone call or email to the school is required (this can be done through Brightwheel as well). Children will not be released to anyone without parent’s permission received in advance of pick up. Persons unknown to staff members will be asked for photo identification. 

** Please do not share your person pin number of BrightWheel with anyone who is not authorized to pick up your child. **

Vacations 
If you plan to have your child gone for weeks/month or more and would like to hold the spot, the fee will be a normal month’s tuition. This will make sure that your child will have the space saved for them while they are gone.

Termination of Enrollment 
In certain circumstances it may be necessary for the director to discontinue a child’s enrollment at Kids Foundation Academy. This decision is based on the best interest and well being of all children and staff here at Kids Foundation Academy. Incident reports will be filled out on all serious behavior infractions. Termination of enrollment may be a result of the following: 

*Abuse of other children, staff or property by child or parent 
*Continued violation of Kids Foundation Academy policies by child or parent 
*Disruptive or dangerous behavior by child or parent 
*Non-payment of tuition 

To prevent termination we will:
*Have a conversation with parents about the behavior of the child and why termination might be coming.
*We will be talking to a child to see what is the cause of his/her behavior 
*Try to come up with the prevention plan 

If the parent chooses to terminate their child’s enrollment, we ask that the parent give a two-week written notice to the director. The parent is responsible for all tuition due through the date of termination. 

Meals and Snacks
We provide freshly made daily meals for children. Breakfast, a morning snack, lunch and an afternoon snack will be provided for the children at the facility during those times. A schedule of meals/snacks being served is available on site. 

We believe that children should have access to the healthiest food we can provide. We strive to provide children with local food that is nutritious, diverse and minimally processed. Menus will be available in the beginning of each month detailing the meals and snacks provided. 

If your family has a specific diet or your child has health issues related to food, we will make a reasonable effort to accommodate and provide substitutes if available. 

If we cannot accommodate your child’s needs or family diet desires, children are welcome to bring their own food if it is meets the USDA Food Guidelines (teachers are happy to provide the guidelines and example meals). There is no tuition reduction for families who chooses to provide their own food.

*Parent or guardian provided food:
· A parent or guardian may provide alternative food for their child if a written food plan is completed and signed by the parent(s) or guardian(s) and the licensee.
· A written food plan may include accommodations for:
· The child’s medical needs
· Special diets
· Religious or cultural preferences; or 
· Family preference

**If your child has severe health issues related to food, we will setup a meeting to discuss the child’s needs. If we cannot reasonably accommodate the child’s dietary needs, we may require parents to provide food.*** 

Due to allergies and food sensitivities, please DO NOT send food from home with your child unless it has been discussed with the staff. Food and drinks brought from home without prior arrangement being made will be put away until the end of the day. 

For children, who are still on formula and/or breast milk parent(s) or guardian(s) will need to provide the formula and/or breast milk. The parent(s) or guardian(s) provides bottles, bottle caps, nipples, and other equipment used for bottle-feeding. 

Clothing 
Each child should have two extra sets of clothing (including underwear and socks) to keep at Kids Foundation Academy. Clothing should be marked with your child’s name. Please dress your child in clothes that are weather appropriate. Your child will be participating in fun outdoor and art activities and may get clothes dirty. For your child’s safety, we also recommend that they wear closed toe, rubber sole shoes. 

Daily Drop-off / Pick-up Policy 
An adult listed on the Registration Form must sign the child in and out with a complete signature (Brightwheel pin number) and time of day. Children are required to wash his/her hands before joining his/her class. An adult must bring the child to his/her class. If someone other than those listed on the Registration Form will be picking up the child, Kids Foundation Academy must be notified in writing by the parent. Identification will be required. Kids Foundation Academy has the responsibility to protect each child and will not release any child to an adult under the influence of drugs and/or alcohol. 

Please let your child’s teacher or the director know if your child will be picked up or dropped off at a different time than what is on their schedule to provide for a smooth transition for the child and adequate staffing for the center. 

Health Policies 
Kids Foundation Academy is required by law to have a completed and up-to-date immunization form (signed and dated by parent) in each child’s folder. Parents should notify Kids Foundation Academy of any preexisting illness or life-threatening medical condition the child has that would affect his/her school life. An emergency plan must be on file. A complete copy of our Health Plan is available in the main office. 

Keeping your child healthy/Illness Policy 
Parents are required to keep children home if they exhibit any symptoms of illness listed below. We understand that it is difficult for working parents, but we must maintain a healthy environment for all staff and children at the school. Parents are required to report any communicable diseases or condition (such as head lice, chicken pox, pink eye, etc) to the director so we can alert other parents as soon as possible. 

Please inform the center director or your teacher if your child is absent due to illness. This helps us keep everyone healthy.

According to state guidelines children must remain home or we will be required to exclude a child from the program with any of the following: 
· Fever of 100 degree F or higher read on thermometer accompanied by one or more of the following
· Earache, 
· Headache, 
· Sore throat, 
· Rash, 
· Vomiting, 
· Diarrhea, 
· Fatigue that limits participation in daily activities
· Diarrhea (3 or more watery stools within 24 hours)
· Vomiting (2 or more times within 24 hours)
· Rash (especially with fever or itching)
· Open or oozing sores (unless properly covered, and 24 hours has passed since starting antibiotic treatment if antibiotic treatment is necessary)
· Eye discharge or conjunctivitis (until clear or until 24 hours of antibiotic treatment)
· Suspected communicable infection such as impetigo, pinkeye, and scabies. 
· Sick appearance, not feeling well, and/or not able to keep up with the program activities
· Lice or nits*
· Head Lice: until no lice or nits are present
· Scabies: until after treatment

*If your child had lice or nits, he/she must be free of lice and nits to be able to return to the classroom* 

Following exclusion, children are readmitted to the program when they no longer have any of the above symptoms and/or Public Health exclusion guidelines for childcare are met.
1. If a child arrives at the school and appears ill, we will have him/her quietly rest for a short period away from other children.
2. If the child continues to feel ill, we will call the parent. If parents cannot pick up the child within one hour, a relative or emergency contact will be called to pick up the child. 
3. In case of a minor injury, the child’s parents will be notified, and an incident report will be filed
4. In case of an emergency or serious injury, parents and 911 will be called. Children will be transported to Edmonds Swedish Hospital unless other arrangements have been made. 

Outside playtime is a critical part of children’s development and daily routine. If children are not well enough to play outside, they are not well enough to be at school. It is important that children arrive at the center dressed appropriately for the weather. Please provide a hat, mittens, socks, jacket, rain boots, sun hat, change of clothes, etc. depending on the time of the year. 

All children sent from home to the center, will need to be free of symptoms for a 24-hour period before returning to the center. Children who are sent home from the center need to be picked up within 1 hour of parent being called. If a child is not picked up within that timeframe, parents will be charged $2.00 for every minute late. 

Children who have a reportable disease may not be admitted to Kids Foundation Academy unless approved by the local health authority. 

Note: Parents are responsible for providing or obtaining health insurance for their enrolled child(ren).

Medications 
It is essential that we take precautions regarding the administration of medication. We may administer medication under certain conditions. 
1. Only medications covered by the Americans With Disabilities Act will be administered (i.e. emergency inhalers and Epipens). 
All medication shall be administered only with written consent from the parent or guardian and if the medication bottle label tells you how much medication to give based on the child's age and weight. 
2. Prescription medications shall be administered only as directed on the label or as otherwise authorized by a physician. 
3. Non-prescription medications like antihistamines; non-aspirin fever reducers; non-narcotic cough suppressants; decongestants; teething tablets; etc. will not be administered at the school. 
4. Non-prescription anti-itching ointments; diaper rash ointments; and sunscreen may be administered with written parent consent as long as your child’s current age/weight is listed on the medication package. 
5. Medications must be stored in the original containers. 
6. Medication is given only with a prior written consent of a child’s parent/guardian. The consent on the medication authorization form must include all of the following:
· Child’s First and Last name 
· Name of the medication
· Reason for the medication
· Dosage (based on child’s age and weight)
· Method of administration
· Frequency (cannot be given “as needed”, consent must specify time at which and / or symptoms for which medication should be given)
· Duration (start and stop dates)
· Special storage requirements
· Any possible side effects (from package insert or pharmacist’s written information)
· Any special instructions
7. Medication is not accepted if it is expired
8. Any medication that says “Under 2 years call a doctor” WE MUST HAVE DOCTOR’S NOTE IN ORDER TO GIVE MEDICATION TO THE CHILD.
Any un- used medicine will be returned to the parent. 

All medication must be dispensed by a staff member and may not be kept in the child’s possession. 

Parent authorization forms are available at the front office. The proper forms are required for all types of medication, including non-prescription medication such as sunscreen, Chapstick, Desitin, etc.

The control of infection and spread disease is of utmost importance in childcare center. Hand washing is the most effective method of preventing the spread of infection and disease. The school has designated hand-washing sinks in every classroom. Staff and children will wash their hands:
· Before and after handling food
· After using the bathroom
· Before and after diaper changes
· After coming in from outside
· Before giving or receiving medication
· After coming in contact with bodily fluids
· After handling garbage or cleaning
· When moving from one group to another

Toys, laundry, countertops, floors, chairs, tables, shelves, toilets and sinks are disinfected regularly with a bleach solution. 

 Every staff member is required to attend an HIV/AIDS/BBP awareness course. We follow the Washington Industrial Safety and Health Act (WISHA) guidelines when handling bodily fluids. All staff will use universal precautions when exposed to bodily fluids, including:
· Using gloves or another barrier when dealing with bleeding wound
· Washing hands thoroughly after dealing with blood or bodily fluids, even if gloves are used 
· Disposing of gloves, tissues, etc. by sealing in two plastic bags and placing in a waste receptacles outside
· Washing all contaminated cloth in hot water with bleach added
· Cleaning and disinfecting all exposed surfaces with bleach solution
All staff will complete an annual training update about WISHA guidelines and universal precautions.

Emergency Policy 
Kids Foundation Academy staff trained in First Aid will treat minor injuries. An accident report form will be filled out and given to the parent, with a copy kept in the child’s file. For any injury that may require medical attention, the parent (or emergency contact person, if parent is not available) will be called. If no one can be reached, then a decision will be made if the child needs to go to the emergency room. For medical emergencies, we will use Emergency Room at Swedish Hospital since we are located right on the property. The address is 21601 76th AVE W, Edmonds, WA 98026 and the phone number is (425) 640-4000 

Snow/Inclement Weather Policy 
We will make every effort to remain open in the event of snow. However if the Edmonds Public Schools are delayed 2 hours or closed, Kids Foundation Academy will also be delayed/closed. Watch or listen to your local news for school closure reports, Kids Foundation Academy will post a messages on BrightWheel as soon as we know the roads situation. If weather conditions deteriorate during a school day, Kids Foundation Academy may close early. Parents will be called and asked to pick up their child as soon as possible. 

Curriculum 
In our program, the curriculum and environment are the result of careful, detailed planning based on the best available knowledge of child growth and development. Young children learn best through activity and personal experimentation with toys, equipment and materials. Learning centers are set up in the classroom, i.e. writing table, art work materials, table activities (manipulative toys, matching, sorting, play dough, etc.), block area, library area, creative dramatic area, etc. The most natural and meaningful learning of “big concepts” occurs through play. Research shows that a child-centered, play-based curriculum is the most effective for facilitating a lifelong love of learning! Our program is flexible allowing for this research-based "emergent curriculum" which follows the children's interests and lets them take the lead and pursue activities more in depth. Age appropriate music, stories, games, and finger plays are a part of the daily activities. And there is lots of time for social interaction and peer-to-peer learning! When problems arise, the staff help children use problem solving language to resolve the situation. 

Transitioning between classrooms 
Staff and parents will discuss when each child is ready to transition to the next age group/class. Factors to consider are the child’s age and developmental level, space available in the class and social and cognitive readiness. To help make the transition as smooth and positive as possible for families we will work together to set a transition schedule, which will include daily visits spent in the new classroom. Because different children handle transitions at their own pace, we will make every effort to support that and build the transition schedule according to the child’s best interest. 

Nap/Rest Time 
Kids Foundation Academy is required by state licensing guidelines to offer a rest period to all children. All children will be offered a rest period of time after lunch. Kids Foundation Academy provides cots and a sheet for each child. These will be cleaned on a weekly basis. Children may bring a special blanket or pillow from home. Items from home will be sent home weekly and it is parent’s responsibility to wash these items. 

Diapering and Toilet Training 
Children that are not toilet trained will be changed on a regular basis, generally every two hours (or as needed). Kids Foundation Academy provides diapers and baby wipes to all children that are not potty trained. Parents must provide cloth diapers or pull-ups if that is used. Due to health department regulations, soiled clothing/cloth diapers will be placed in a plastic bag and sent home at the end of the day to be washed. 

When developmentally appropriate, the teachers will work with your child to begin toilet training. Toilet training requires consistency and close communication between parents and teachers. 

Any diaper creams or ointments such as Desitin are considered medication and require a signed written consent from the parent.

Parent Participation
Parents are always welcome! Parents may visit the school at any time during our hours of operation (after COVID-19 is over). While at the school, we ask that parents observe and encourage their children to adhere to the classroom rules and routines.

We always appreciate parents who can help with field trips, story time or share something special with the children. Please discuss these possibilities with the director or your child’s teacher. 

Conferences
Parent/teacher conferences are held twice a year or as needed. Teachers and parents meet at the school to review the child’s growth, development and accomplishments during the last six-month. As these events are scheduled, parents will sign up for a specific date and time. In addition, parents are always welcome to discuss any concerns with their child’s teacher(s) throughout the year. 

Parents’ Night Out
Whether you want to hit the town or have a quiet night at home, we in Kids Foundation Academy Child Care Center have got you covered. Enjoy a well-deserved night out while your children ages 1-5 years old get a fun-filled evening with their peers at our next Parents’ Night Out. While you go out to dinner or take advantage of an empty house, your children will have fun, make friends, and enjoy dinner in the care of our staff. 
Parent Night Out will be held right after COVID-19 will come to an end, with a minimum of 10 children enrollment. To sign up for the Parents Night Out please see your teachers or director. 
***Parent night out will be postponed until we go to 4 with this COVID-19 situation***

Field Trips
We believe children learn through experiences and provide the opportunity to do so by scheduling field trips throughout the year. The city bus or parents private vehicles would be the transportation. Parents will be notified well in advance of all field trips and must provide written authorization for their child to participate.

Parents must sign the “field trip” participation form for all activities outside of the center, including walks. The staff-child ratio is maintained on all walks and an emergency cell phone is carried as well as a backpack with the first aid supplies.

Please let your child’s teacher know if you are available to join the field trip or provide transportation. For parents who will be transporting students on field trips the following items are required: proof of a valid driver’s license, proof of current registration of vehicle, and proof of private insurance. The vehicle must be well maintained with car seats for all children. A first aid kit and emergency backpack will be provided.
*In case of an accident, the vehicle owner’s insurance is primary for coverage and the school’s insurance is secondary.
***Filled trips will be postponed until we go to phase 3 or 4 with this COVID-19 situation if approved by Snohomish Health Department***

Cell Phones
We maintain a cell phone free environment out of respect for the children. Please understand that there may be a slight delay in communication from the director as emails and messages will be responded to during the time away from the children. In case of an emergency, parents can contact the center directly via the main telephone line: (425) 678-8372

Our Classroom Schedule 
Roots Classroom:
This classroom, hosts children ages 12 months - 24 months and has two full time teachers. Children in this age group grow and learn rapidly, we strive to create a comfortable and stable environment with a play based activities.
Daily Schedule:
7:00 am – 8:00 am		Arrival/Greetings
8:00 am – 8:30 am 		Breakfast Time
8:30 am – 9:00 am 		Free play 
9:45 am - 10:30 am 		Outside Exploration
10:30 am – 10:45 am		Morning snack
10:45 am – 11:15 am 		Music and movement
11:15 am – 11:30 am 		Clean up for Lunch
11:30 am – 12:00 pm 		Lunch
12:00 pm – 3:00 pm 		Naptime
3:00 pm – 3:15 pm		Afternoon Snack
3:30 pm – 4:00 pm 		Outdoor activities
4:00 pm – 4:30 pm		Afternoon Project
4:30 pm – 5:00 pm 		Sensory Play
5:00 pm – 6:00 pm		Clean up/Goodbye 

Branches Classroom:
Our second classroom hosts children ages 2-3 years old, with two full time teachers. As children in this age group are experiencing rapid growth and emotional development, we strive to create a comfortable and stable environment, with a mix of structured and individual play-based activities with a focus on social skills and independence including toilet training. 


Daily Schedule:
7:00 am – 8:00 am		Arrival/Free choice activities
8:00 am – 8:30 am  		Breakfast
8:30 am – 9:00 am 		Music and Movement
9:00 am – 9:30 am 		Morning Circle
9:30 am – 10:00 am 		Morning project
10:00 am – 10:30 am 		Center Play
10:30 am – 10:45 am 		Morning Snack
11:00 am – 11:45 am 		Outside Exploration 
11:45 am – 12:15 pm 		Lunch 
12:30 pm – 3:00 pm		Nap
3:00 pm – 3:30 pm 		Pm snack 
3:30 pm – 4:00 pm 		Center Exploration
4:00 pm – 4:30 pm		Outside Exploration
4:30 pm – 5:30 pm 		Closing Circle
5:30 pm – 6:00 pm 		Clean up/Goodbye 

Leaves Classroom:
Our preschool classroom host’s children ages 3-5 years old, and focuses on learning and development activities to ensure children are well prepared to enter full-time kindergarten. 

Daily Schedule:
7:00 am – 8:00 am		Arrival/Good Morning
8:00 am – 8:30 am 		Breakfast 
9:00 am – 9:45 am 		Outside Exploration 
9:45 am – 10:30 am 		morning circle
10:30 am – 10:45 am 		morning snack
10:45 am – 11:00 am 		Spanish/ Work Circle
11:00 am – 12:00pm 		“Work Time” (Tracing, Handwriting, etc)
12:00 pm 			Lunch
12:30 pm 			Rest/Quiet Time
2:30 pm 				Wake up/ Get ready for snack
3:00 pm – 3:30 pm 		Snack
3:30 pm – 4:00 pm 		Afternoon Circle
4:00 pm – 4:30 pm 		Literature, math or Science 
4:30 pm – 5:00 pm 		Outside Exploration 
5:00 pm – 6:00 pm 		Goodbye 

Toys
The center requests that your child does not bring toys from home. A naptime “lovey” may be used but only during naptime. Occasionally toys are used during the transition time and returned to the child’s cubby after the child is settled into the school routine. The center does encourage children to bring interesting items from home for Show and Tell time, when requested by teachers. This is a great opportunity for children to practice talking in front of their peers. Please limit this to one item. 

Birthdays/Special Events 
We are open to celebrating all holidays and birthdays. If at any time you do not want your child to participate in an activity, please inform us as soon as possible. We will plan a different activity for your child during that time. 

Birthdays are very special to children and we love celebrating them! To celebrate your child’s birthday, you are welcome to bring a special snack to share with the class. Please be conscious of nut or any other allergies. Check with the teacher for the number of children in the class and allergies. Teachers are happy to help with treat suggestions. 

Many holidays and traditions are celebrated as part of our multi-cultural curriculum. Families are encouraged to share their special holiday activities and traditions with the children at school. We do not promote any specific religions. 

Behavior Management Policy 
Children learn through constant exploration and experimentation. We are committed to providing a safe environment for learning. We are strong proponents of positive reinforcement. We strive for an environment where children respect each other and their surroundings. Children are taught and encouraged to use problem solving skills and conflict resolution. Each day your child will be rewarded in different ways for positive behaviors. Children will not be allowed to hurt themselves or others. Hitting, kicking, biting, etc. will be dealt with on a case-by- case basis to determine the best course of action. Possibilities include: redirection, help solving the problem, and parent conference. 

Parents will always be kept informed and involved. We expect that all parents are willing to work with their teachers and their child to create the best atmosphere for all of the children. 

If child’s behavior does not change then we will have a meeting with a parent to create a strategy behavior plan, that will work for the child to have a better behavior. 

Child Abuse and Neglect Reporting Law 
Childcare providers are state mandated reporters of child abuse and neglect. We immediately report any suspected or witnessed instance of physical, sexual or emotional child abuse, child neglect, child endangerment or child exploitation to Child Protective Services (CPS). The phone # for CPS is 1-800-609-8764. If there is immediate danger to a child, local police will be called. 

Signs of child abuse and/or neglect are documented and that information is kept confidentially in the Directors office.

Training on identifying and reporting child abuse and neglect is provided to all staff and documentation kept in staff files.

Under the law, childcare personnel do not notify parents when CPS has been contacted regarding possible abuse, neglect or exploitation except when recommended by CPS or the police.  
Licensor is notified of any CPS reports that are made. 

Non-Discrimination Policy
Kids Foundation Academy does not discriminate in the provision of services because of race, creed, color, national origin, sex, disability, or age, or discriminate in employment practices because of race, belief, color, national origin, sex, disability, age, sexual orientation or marital status.

Fire Drills and Disaster Preparedness 
Fire drills are practiced monthly, and earthquake drills are practiced quarterly. Staff and students will follow and practice the evacuation policies and procedure as established by the director. 

In case of a major disaster, storm, etc,. Your child will be protected and supervised until parent/guardian or someone authorized on the emergency list can pick up the child. The school is required to have supplies on hand to support care for up to 72 hours in the case of an emergency, which are refreshed annually. 

Anti-harassment 
We are committed to provide an environment where staff and families are treated with the utmost respect. We will not tolerate harassment from the staff, families, vendors, or visitors. Harassment takes many forms and can include unwelcome comments, slurs, jokes, pranks, or other verbal or physical conduct that creates an uncomfortable environment.

Grievance policy
The director has an open door policy with the opportunity to discuss any issues at any time. If a grievance occurs that cannot be satisfied by the meeting with the director, the following steps will happen:
1. Written documentation of the concern should be delivered on site to the director, or e mail to kseniya@kidsfoundationacademy.com
2. A meeting will be held with the family and director
3. Every effort will be made to resolve the conflict and mediate the situation 
4. A verbal and written resolution will be offered to the family and director. This document will remain in the family file and is the property of Kids Foundation Academy.

A family may be terminated for the reasons such as:
1. Failure to pay tuition in timely manner
2. Failure to meet the terms of the school contract
3. Parent or guardian behaving in a manner that is threatening to the children, staff or property.
4. Any other behavior by the parents or guardians that is deemed inappropriate by the director and cannot be resolved.

Confidentiality
Kids Foundation Academy holds confidential all records regarding your child’s personal information. All records are kept secure in the child’s file. Only the director, program supervisor and the lead staff have access to these records and will not share your information with anyone unless your written permission is granted.

Pet Policy
We like children to have the opportunity to interact with their world, including animals. On occasion, we may have a pet visit the school. Parents will be notified in advance of such visits, including:
· How children will have access to pets or other animals;
· How children will be kept safe around pets and/or other animals;
· Pet or other animals immunizations; and 
· Handling of pet or other animal waste.

COVID-19
Know how it spreads
· There is currently no vaccine to prevent coronavirus disease 2019 (COVID-19).
· The best way to prevent illness is to avoid being exposed to this virus.
· The virus is thought to spread mainly from person-to-person.
· Between people who are in close contact with one another (within about 6 feet).
· Through respiratory droplets produced when an infected person coughs, sneezes or talks.
· These droplets can land in the mouths or noses of people who are nearby or possibly be inhaled into the lungs.
· Some recent studies have suggested that COVID-19 may be spread by people who are not showing symptoms.
Everyone Should Wash their hands often
· Wash your hands often with soap and water for at least 20 seconds especially after you have been in a public place, or after blowing your nose, coughing, or sneezing.
· It’s especially important to wash:
· Before eating or preparing food
· Before touching your face
· After using the restroom
· After leaving a public place
· After blowing your nose, coughing, or sneezing
· After handling your mask
· After changing a diaper
· After caring for someone sick
· After touching animals or pets
· If soap and water are not readily available, use a hand sanitizer that contains at least 60% alcohol. Cover all surfaces of your hands and rub them together until they feel dry.
· Avoid touching your eyes, nose, and mouth with unwashed hands.
Avoid close contact
· Inside your home: Avoid close contact with people who are sick.
· If possible, maintain 6 feet between the person who is sick and other household members.
· Outside your home: Put 6 feet of distance between yourself and people who don’t live in your household.
· Remember that some people without symptoms may be able to spread virus.
· Stay at least 6 feet (about 2 arms’ length) from other people.
· [bookmark: Cover%20your%20mouth%20and%20nose%20with]Keeping distance from others is especially important for people who are at higher risk of getting very sick.
Cover your mouth and nose with a mask when around others
· You could spread COVID-19 to others even if you do not feel sick.
· The mask is meant to protect other people in case you are infected.
· Everyone should wear a mask in public settings and when around people who don’t live in your household, especially when other social distancing measures are difficult to maintain.
· Masks should not be placed on young children under age 2, anyone who has trouble breathing, or is unconscious, incapacitated or otherwise unable to remove the mask without assistance.
· Do NOT use a mask meant for a healthcare worker. Currently, surgical masks and N95 respirators are critical supplies that should be reserved for healthcare workers and other first responders.
· Continue to keep about 6 feet between yourself and others. The mask is not a substitute for social distancing.
Cover coughs and sneezes
· Always cover your mouth and nose with a tissue when you cough or sneeze or use the inside of your elbow and do not spit.
· Throw used tissues in the trash.
· Immediately wash your hands with soap and water for at least 20 seconds. If soap and water are not readily available, clean your hands with a hand sanitizer that contains at least 60% alcohol.
Clean and disinfect
· Clean AND disinfect frequently touched surfaces daily. This includes tables, doorknobs, light switches, countertops, handles, desks, phones, keyboards, toilets, faucets, and sinks.
· If surfaces are dirty, clean them. Use detergent or soap and water prior to disinfection.
· Then, use a household disinfectant. Most common EPA-registered household disinfectantsexternal icon will work.
**Kids Foundation Academy is cleaning on daily basis few times a day. The floors are moped few times a day as well as everything is disinfected as soon as it comes in a contact with children.**

Monitor Your Health Daily
· Be alert for symptoms. Watch for fever, cough, shortness of breath, or other symptoms of COVID-19. 
· Especially important if you are running essential errands, going into the office or workplace, and in settings where it may be difficult to keep a physical distance of 6 feet.
· Take your temperature if symptoms develop.
· Don’t take your temperature within 30 minutes of exercising or after taking medications that could lower your temperature, like acetaminophen.
· Follow CDC guidance if symptoms develop.
If a parent (or someone you live with) tests positive for COVID-19: their child(ren) must quarantine for the appropriate amount of days. For appropriate amount of days please call (425) 512-7604 or (425) 426-4631

In order to return before the 10+ days, a doctor note or negative COVID-19 test must be given to the office. 

If a child or a teacher test positive for COVID-19 we will contact the Snohomish Health District. The SHD will advise necessary steps and they will contact all exposed individuals. 

If a classroom must close or there will be a stay at home order issued by the governor and we must close, tuition will be paid per usual in order to keep our current staff paid and employed so we don’t lose them, and also make all rent and utilities obligations.

**Kids Foundation Academy is doing temperature check of children 4 times a day. We do a screening as a child walks in to the classroom, to make sure that the child is symptom free.**










What to Bring To School

Please bring the following items to the school on your child’s first day:
· All required paperwork
· Two sets of clothes (including socks and underwear) Please make sure that everything is labeled with your child’s name
· Rain clothes (either pants/jacket or a rain suit, recommended Tuffo (muddy buddy) suite)
· Rain boots
· In the summer please provide a sun hat and sunscreen lotion
· A light blanket for naptime and (a pillow for the preschool 3-5years old)
· A soft toy and a pacifier (if needed) for naptime 
· Dishwasher safe water bottle, which can be kept at school with your child’s name on it. For ages 1-2 years old 2 sippy cups one for milk and one for water.
· Slippers preferably with hard rubber soles or a clean pair of shoes that has not been worn outside (this pair of shoes will be their indoor pair ONLY)
· Silicone baby bib for breakfast and lunch (for ages 1-2 years old)
· A family pictures for the class family board 

On the first day of school, you and your child will be full of excitement, anticipation and probably a little anxiety. A matter of fact approach and calm attitude is imperative for your child’s experience. You may want to ensure your child that you will be returning as soon as work is over to pick your child from school. We encourage a brief good-bye each morning to keep the transition from home to school calm.  

























******************************************************************************** 

PARENT HANDBOOK ACKNOWLEDGMENT 


I have read the handbook and will operate in agreement with all the policies and procedures. If I have any questions I will contact the director to clear any misconceptions. 


Parents Name: __________________________________________________________________ 


Signature: ______________________________________________________________________ 


Child’s Name: __________________________________________________________________ 


Date:___________________________________________________________________________ 
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